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OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

APPLICA.TION~,FOR~RECORDS RETENTION SCHEDULE 
.- 

IMSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form.;'Forward signed original to 
Department of Archives and Historf Records Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

~ 1 I FOR AdENCY USE 

w a r i o n  Dare 
.. 

Date Completed 

-_I~ _. 

1. Agency Address * 
Department of Education * 

Off ice  of S t a t e  Schools and Services 
Spec ia l  Services  Unit 
1 2  Mitchel l  S t . ,  At lanta ,  GA 30334 

____L__ ~. ~ . .  
Working Title Telephone Number 

._ ____.I -. _____ Coordinator ~ ~ 656-2537 .- ~ ~ ~ ~~ ~ - .  Evelyn Rowe 
Aiion Requested 
a. 
b. 
c. 

I. Dates of Series 
Earliest 

0 EstaDiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

_- Amend Application No. '7-134 ~ Check One: 0 C h a n m  .-m Supercede: .,a Void 
5. Records Series Title (followed by title used in office; if different) 

Latest 
1964 CIVIL RIGI-ES COMPLIANCE ADVISORY FILES ' To Date 

_I~_~~.~__~~_I______ 

i. Division .. and Office Funeon . ~~ . . , What .. is the function of the Division-and . .  . .  the ~ Office . .  in which this record series is created? 
.. 

~~ 

L-- - 

. ,+ ~. 

The Spec ia l  Services Unit provides t echn ica l  a s s i s t ance  and information 
t o  l o c a l  school systems concerning laws, regula t ions  and compliance 
procedures which govern f e d e r a l l y  funded programs. 

- - _. ___- 
7. Record Series Description This file contains the following documents (include form numbers and titles, if any): . Attach samples of the file. 

Documenurelating to: advis ing and a s s i s t i n g  l o c a l  school systems under f ede ra l  court  
o rder  on matters pe r t a in ing  t o  compliance w i t h  the C i v i l  Rights A c t  of 1964. 

1ncludedare:desegration court  o rders ,  plans of voluntary compliance, var ious S t a t e  
Department of Education forms t o  a s s i s t  l o c a l  school systems i n  repor t ing  
on compliance t o  t h e  f ede ra l  government, Off ice  f o r  C i v i l  Rights Forms 
OS/CR 101 and 102: School System Summary Report and Indiv idua l  School Campus 
Report, and correspondence between l o c a l  school  o f f i c i a l s  and s t a t e  and 
f ede ra l  government. 

. File is arranged: chronological ly  by year;  thereunder a lphabe t i ca l ly  by ,school system. .. 
li - . ~ ... 

~ - __--.__ 
B. Monthly Reference Rate How often are records referred to which are: 

One to, six months old --L; Seven to twelve months old A:.; Thirteen to twenty-four months old L-.-; 

Le,tter:size drawers - y ~ ' i  : Legallsite draweLs ~ 0 ; Shelves 0; Other (spmify) --L-- 

twenty-five months and older 1 7 
I- ~. - .. _ _ ~ ~ .  - _I 

3. Annual Rate of A a u r n  lationof Remrds 



~ ~ 

i i 
i 
1 
~ 

! 

~ 

b. Doer the series contain confidential information requiring securiw hand 

I 

i 

! 
I R J l t e L m u Q u L - -  

! 
3 

! 
Retention Requirements The following requires the series to be kept: 

! 

3 
A - y e a r s .  

b. Statute of limitation 
c. Federal law 

Attach copy or excerpt of laws or regulations. Explain administrative ked. 

e. Administrative need 
f. Federal retention instructions i i 

! 

Reference requirements over the past  several years have shown a need for these records 
of 'up to 10 years t o  assist  local  school systems in federal court order compliance. 

.~ ~ . 

1 2  A m r o v e d w t  the file serres &,cut otf a? thb . .  end-of each: 
' 

. ~ . r  I 
, 

- then, .~ 
, . 0 &lendar Year: IJ F i b 1  rear; 0 Other i r- 

El Hold in the current files area 
0 Transfer to local holding area, hold 

)u Destroy. 

0 Other (Specifyl 

monthk) 1.-- year(s); then 
yearb); then 

' Transfer to State Records Center; hold 4 yearb); then 

Transfer to State Archives for permanent retention. 

These instructions apply to a l l  prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 



APPLICATION FOR A ~ C O R D S  RETENTION SCHEDULE DEPARTMENT OFFICE OF THE SECRETARY AND OF STATE HISTOR, 

RECORDS MANAGEMENT DIVISION 

The Administrative Leadership Unit provides personnel to serve 
as liaison with local school systems, administers Cooperative Education 
Service Agencies at the state level and provides assistance to local 
school systems on matters pertaining to federal regulations. 

- ~ - .  .~~ 
FOR AGENCY USE 

4pplication Date 

I May ~~ 12, 1977 
4pplication Number 

- _ _ _  
~~ - 

7. Record Series Desuiption T h i s  file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 

Documents relating t0:advising local school systems under federal court order 
on matters pertaining to compliance with the Civil Rights Act of 1964. 

Included are: desegregation court orders, plans of voluntary compliance, various 
State Department of Education forms to assist local school systems 
in reporting on compliance to the federal government, Office for 
Civil Rights Forms OS/CR 101 and 102: School System Summary Report 
and Individual School Campus Report, and correspondence between local 
shoo1 systems and state and federal government. 

FOR RECORDS MANAGEMENT USE -_-_ - ~ 

1. Agency Address 
Application Number 

77- raq Department of Education ' 
Office of Administrative Services - 
Administrative Leadership Unit Date neceived Date Completed ' * 1977 PN - 9 tsn 

~~~~ ~... _ _  ~. .~~ -~ ~~~ 

I _- - 

- 
File is arransed:chronologically by year *a& thereunder alphabetically by school 

. I  . .  
.. 

i  system::^., 
B. Monthly Reference Rate 

One to six months old 
twenty-five months and older--? 

0 Getter-size drawers ; Legal-sizedrawers- 0 ; Shelves -, . Other (.q~eCify) - 
3. Annual Rate of Accumul ionof Remrd, 

_-I ~~~ 
I____ 

How often are records referred to which are: 
0 ; Thirteen to twenty-four months old --; 1 . Seven to twelve months old 

1 
d ~- 

- -..~_____I_ -.____I ~- _-_~~_.._I_ - ~ - -  

--- 0 

0. Dates of Series 
Earliest Latest 
1964 ' To date 

-- -.___......I_ 

---- ~ -,- --_I 

R-50-71: Rev. 76 

5. Records Series Title (followed by title used in office; if different) 

CIVIL RIGHTS COMPLIANCE ADVISORY FILES 
- ~ - l l - - ~ ~ ~ . _ _ _  __II--_._.__._.... ___-_I_ 



..--- - . . - - - -_c I . -__~~- . - i_  --._,- ~_____-T ~ - ~ -._ ~ - ~ ~ ~ .  

fES I NO [ 10. Quest ionze (Place an "X" in t he 'p rs r -wh  - __l__..:_L_ 

a. Is this the official copy of the series? 

b. Boer the series contain confidential information requiring security handling? If yes, cite law or regulation. 

Major port'ions Of thjs record se r i e s  &%St  
C .  -- I~ Ix .. I ~-.~-..Lf-not.where i s i t ?  i n  ea& school svstem-as o f f i c i a r c o p i e s .  

..__ ! 
I -_ I__li- _.__I __II 

I 
i ( ~ 5 -  1~- c2. !slhis - a vital record? 

I d. Does this series have historical or long-term research value? TcFeF>Y ~1 
8. When one or two documents in the file make it necessary to keep the entire fi le for a long period, could these 

.-4QC!X!W!U be SCh eduled separatelv? 
UJh_lnfnrmation co ntained in this z e r r ~ ~ ~ ~ ~ l i t ~ . ~ ~ ~ = ~ ~ - ~ ~ .  

- 

g. Is the information contained in th is  series ever analyzed andlor recorded in a summarized report? 

h. Is there a duplication of this series in.your qffice, qr in another office or a ency? 
L ~- 
a r t i a l  duplication i n  each schoof system o f f i ce .  ..~_~-Jf vesahei&P-- I- - 

'an of it1 rqularlv -- 
X 
-15.1 .-i,-.Ls3his series (or J maioraom 

11. Retention Requirements 

t I ' 
- 

The following requires the series to be kept: 

,years. 
years. 

- years. 

a. State Law 0 d. Audit period 0 
b. Statute of limitation 0 

-.years. 
years. 

c. Federal law 0 years. f. Federal retention instructions 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

5 
0 

e. Administrative need 

r_ 

Needed for 5 years t o  a s s i s t  loca l  school systems i n  federal  court  
order compliance. 

-__-I__ .-- -- 
12. ADowved Disposition Instructions This agency recommends t h a t  the file series be cut otf at t h b  end of each: 

0 Calendar Year; IZ F i s d  rear; 0 Other then, 

a Hold in the current f i les area ~ --,month(s) -L- year(s); then 
0 Transfer to local holding area, hold 

IIt Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (SpecifyJ 

-year(s); then 
Transfer to  State Records Center; hold --year(s); then 

. 

. . .. 

These instructions apply to all prior and future accumulations of the series. 

Iscommendations in 

~ ~ ,_-_ 

3-5Q-71; Rev. 76  


